
Training 3 -4: 

School Update Forms



This training will cover the four forms below:

ÅSchool Information Update

ÅChoice Administrator Authorization and Update

ÅDesignee Authorization and Update

ÅGoverning Board Update

School Update Forms



Choice administrators may use this Qualtrics form at 

any time to report the following:

ÅChange in school's name

ÅAddition or removal of a school location

ÅChange in grades offered to MPCP, RPCP, and/or 

all grades available (including those not offered to 

Choicestudents)

School Information Update Form
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4

School Information Update (continued)

ÅA Choice administrator must first 
provide general information 
about the school and the reasons 
for submitting the form.

ÅIf a school also participates in the 
Special Needs Scholarship 
Program (SNSP), this form cannot 
be used to submit a change for 
SNSP.
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School Information Update (continued)

ÅA Choice administrator will see this 
section of the form if they are updating 
the schoolĦs name and/or phone 
number.

ÅA choice administrator will see this 
section if adding or deleting school 
locations. 

ÅA school canĦt change its Federal 
Employer Identification Number (FEIN) 
through this form. 



6

School Information Update (continued)

Å A Choice administrator who needs to update grades available 
will complete a screen similar to the one seen on the right. 

Å There is a different portion of the form for MPCP grade 
changes, RPCP grade changes, and changes to all grade levels 
available, which includes those not offered to Choice
students.

Å A school should not remove grades unless it does not have 
any applications that are pending an eligibility determination 
or that have already been determine eligible in that grade. 

ÅA school canĦt update WPCP grades through this form. WPCP 
schools may not add WPCP grades on or after the first 
weekday in February (the start of the WPCP application 
period).  



This fillable PDF form can be used at any time to:

ÅEstablish a new Choice administrator for a continuing school

ÅChange contact information for an existing Choice administrator

Establishing a new Choice administrator requires:

ÅSignature of the Choice administrator

ÅSignature of the Governing Board Chair

ÅAffirmation that Choice administrator has read the trainings and 

completed both the OAS Access Quiz and the Program Requirements Quiz

Changing contact information for an existing Choice administrator requires:

ÅSignature of the Choice administrator

7

Choice Administrator Authorization and Update Form
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Choice Administrator 
Authorization and Update 
(continued)

ÅA Choice administrator must 
complete Section I of the form, which 
provides general information about 
the school and effective date of the 
change.

ÅIf a new Choice administrator is being 
established, Section II of the form 
must be completed. In this section, the 
new Choice administrator must 
provide information verifying that 
they meet the requirements to 
become a Choice administrator.  
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Choice Administrator Authorization and Update (continued)

Å If a new Choice administrator 
is being established, the 
governing board chairperson 
must complete and sign 
Section III of the form.

ÅSection IV of the form enables 
existing Choice administrators 
to update their contact 
information.

ÅChoice administrators must 
always complete and sign 
Section V of the form.



This fillable PDF form can be used at any time to establish a new designee 

(designated by the Choice administrator to assist with processing 

applications) and change contact information for an existing designee.

Establishing a new designee requires:

ÅSignature of the designee

ÅAffirmation that the designee has read the trainings and completed  

the OAS Access Quiz 

ÅSignature of the Choice administrator

Changing contact information for an existing designee requires:

ÅSignature of the designee
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Designee Authorization and Update Form
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Designee Authorization and 
Update (continued)

ÅThe person submitting the form must 
complete Section I of the form, which 
provides general information about 
the school.

ÅIf a new designee is being established, 
Section II of the form must be 
completed. In this section, the new 
designee will need to provide 
information verifying that they meet 
the requirements to become a 
designee.  
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Designee Authorization and 
Update (continued)

Å If a new designee is being 
established, the Choice 
administrator must complete 
and sign Section III of the 
form.

ÅSection IV of the form enables 
existing designees to update 
their contact information.



This fillable PDF form should  be used by governing board members to report a name or 

contact information change anytime it occurs.  This form can also be used annually (due by 

August 1) to:

ÅAdd governing board member

ÅRemove governing board member

Adding or removing a governing board member requires:

ÅSignature of new board member (signatures not needed for board member being removed)

ÅSignature of Choice administrator

Updating name or contact information for a governing board member requires:

ÅSignature of impacted board member

ÅSignature of Choice administrator
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Governing Board Update Form
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Governing Board 
Update (continued)

ÅComplete Section I of the form, which provided 
general information about the school.

ÅSection II must be completed and signed by the 
Choice administrator if any board members are 
being added or removed through the form.

Å If a new board member has joined the board 
since the last time the form was submitted, the 
ĨNew Governing Board Members Since Last 
Submissionĩ portion of Section III on page 1 
must be completed. 
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Governing Board 
Update (continued)

ÅIf a board member has changes to their 
name or contact information, the 
ĨGoverning Board Members with 
Changed Contact Informationĩ portion 
of Section III on page 2 must be 
completed. 

ÅIf a board member has been removed 
from the board since the last time the 
form was submitted, the ĨGoverning 
Board Members to be Removed Since 
Last Submissionĩ portion of Section III 
on page 2 must be completed. 


